CHRIS User Guide: Creating a Mid-Year Appraisal

CHRIS Responsibility Required: Manager Self-Service or Performance Plan

Module Overview

Purpose As part of the automation of the APPAS policy, supervisors can
manage performance evaluations and appraisals through CHRIS
Self-Service. This automation includes issuing performance plans,
and conducting mid-year/interim/annual appraisals. This user
guide offers instructions on creating the mid-year from the
performance plan.
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Entering the Performance Plan Responsibility

If you are a manager, select GSA Manager Self-Service from the menu and
then click the Build/Update Performance Plan or Create Appraisal menu
option.

GSA| E-Business Suite

Logout Preferences Help

Oracle Applications Home Page

Favorites

MNavigator | Personalize

YYou have not selected any favorites. Please use the "Personalize”
button to set up your favorites.

| Personalize

;Tj GSA Manager Self-Service GSA Manager Self-Service
| 5 GSA Manager View (£ Buildfupdate Performance Plan or Create Appraisal
3 GSA Personal Self-Service =
[E unddJappraise Performance and Submit Appraisal
E Awards

[E change Password and Accessibility
E mbox

Logout Preferences Help

All other users select GSA Performance Plan.

GSA] E-Business Suite

Logout Preferences Help

Logged In As ANDREWATESTEMPLOYEE
Oracle Applicati Home Page

Favorites

Havigatos Personalize

You have not selected any favorites. Please use the "Personalize"
;j GSA Performance Pl Please select a responsibility.
[ GSA Personal Se{f—g dice

[ Personalize |
| Eersonanze ] button to set up your favorites.

Logout Preferences Help
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Querying Employees

You will be taken to the Plan Information screen. By default, performance plans
where you are the main appraiser will appear. Additionally, instructions on how
to work with performance plans can be found on this page.

GS&]  GSA Manager Self-Service

Users Guide and Video Tutorial | | Appraisals | [Build Performance Plan

ot that the search is case sensive
[Z Vew plans where you are the main appraiser * Effective Date [19-Apr-2013 [
Office Symbol ) =t
Pay Pln and Grade

Rating Pesiod End Date between [ ()

Go | | Clear
ert. Plan Form(s)

Main Appraiser |Appraisal Status | Perf. Plan Type |Rating Period Start Date  Rating Period End Date = Copy  Update Plan / Change Appraiser  Details WorkSheet Perf. Plan Form  Create Mid-Year Create Appraisal Delete
Test, MainAppraser  Pan in Progress  Annual 01-0ct-2012 30-5ep-2013 4 = Y ]

If you do not see the employee's name that you are appraising, unselect the box
next to View plans where you are the main appraiser, then search for the
employee by typing their last name into the Name field. When searching using

the name field, type in the employee’s last name, and select the Search icon “ .

Search

Note that the search is case insensitive
[ view plans where you are the main appraiser * Effective Date  [19-Apr-2013 | [&
office Symbol a, (exampler 19-Apr-2013)
Occupational Series Q
Pay Plan and Grade
Name | Test

I Name Organization| Position Pay Plan and Grade
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This will take you to the Search and Select: Name screen. Identify the correct
employee and click on the Quick Select icon * .

nd Select st of Values - Windows Internet Explorer provided by General Services Administration

/= Searc
Search and Select: Name
Cancel

- Search

To find your item, select a fiter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By [Test Lo |
Results

Organization Position Pay Plan and Grade

Select Quick Select Name
O Test, Employee AQVOF Program Anabyst GS-13
O , Employee Five AQF Management and Program Analyst GS-11

Next, select the Go button to run the query.

Search

Note that the search s case nsensitve.
] View pians where you are the man appraser * Effective Date [19-Apr-2013 [
[

offce symbol e -
Ocoupational Sefes 4
Fay Plan and Grade Q
e et . Hame [Test, Empioyee Q
ting nd Date between = —
aaaaaa ) L]
[

Lgg [oer]
Create Appraisal  Delete

Generate Perf. Plan Form(s)
Copy  Update Plan / Change Appraiser  Detalls WorkSheet ~Perf. Plan Form  Create Mid-Year

Select Al | Select Hone
Select Name Main Appraiser  Appraisal Status | Perf. Plan Type [Rating Period Start Date  Rating Period End Date ~
[ TestEmpoyes Test, ManAppraser  FannProgress  Annual 01-0ct-2012 30-58p-2013 7] 2 [=] 3 ] @ b ]
Annual 01-0ct-2011 30-5ep-2012 ) [~] 5 ] 3 8

[0 Test, Empioyee  Test, ManAppraser  Completed
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For each employee, begin by clicking on the Details icon = to ensure that the
performance plan is current. If any changes were made since the beginning of
the year that are not documented in CHRIS, close the Details screen and then
click on the Update Plan/Change Appraiser icon =", to make changes to the
performance plan.

GSA] GSA Manager Self-Service

Users Guide and Video Tutorlal | | Appraisals | [ Bulld Performance Plan

[C3view plans where you are the main appraser

* Effective Date [15-Ap-2013 ()

Office Symbol

Occupatonal Series.
Pay Plan and Grade
Name Test, Employee
Rating Period End Date between | = =

Go | [ Caear |
Plan Form(s)
Main Appraiser | Appraisal Status [Perf. Plan Type Rating Period Start Date  Rating Period End Date ©  Copy  Update Plan / Change Appraiser  Details WorkSheet Perf. Plan Form  Create Mid-Year Create Appraisal Delete
[ Test,Empoyee Test, MainAppraser PhnnProgress  Annual 01-0ct-2012 30-Sep-2013 4 b A & 3
[ Test, Empioyee  Test, ManAppraiser  Completed Anwal 01-0ct-2011 30-Sep-2012

Users Guide and Video Tutorial | | Apprasals | | Bulld Performance Plan
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Creating the Mid-Year Appraisal

Once you have determined that the performance plan is accurate, create the

Mid-Year Appraisal record by clicking on the Create Mid-Year icon “a. If the icon
is not in color, then the appraisal has already been created, and can be located
in Manager Self-Service - Update/Appraise Employee and Submit
Appraisal.

GSAQ]  GSA Manager Self-Service

Users Guide and Video Tutorial | | Appraisals | [ Build Performance Plan

Note that the search & case insens®)
[ View plans where you are the man appraser * Effective Date [15-Apr2013 [
Offce Symbol 3
Occupatonal Seres
Pay Plan and Grade i
Name Test, Empoyee
Rating Period End Date between | ks

Go | [ Caear |
Generate Perf. Plan Form(s)

select o

Sedect Main Appraiser  |Appraisal Status Perf. Plan Type Rating Period Start Date  Rating Period End Date ©  Copy  Update Plan / Change Appraiser  Detalls WorkSheet Perf. Plan Form  Create Mid-Year Create Appraisal Delete
[ Test Empioyee Test, ManAppraser Pin i Progress  Annual 01-0ct-2012 30-5ep-2013 ’ 3 3 8

Users Guide and Video Tutorial | | Appraisals | | Buld Performance Plan

After you click on the Create Mid-Year icon ', you will receive a warning
message. Click the Yes button, to confirm creation of the Mid-Year Appraisal.

GSA Manager Self-Service

i\ Warning
A Mid-Year Appraisal will be created in the Appraisals (APPAS) function for Test, Employee.
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After clicking on the Yes button, the system will return you to the Plan
Information screen and you will see a confirmation message that the Mid-Year
Appraisal has been created.

GSA Manager Self-Service

L Confirmation
A Mid-Year Appraisal has been created in the Appraisals (APPAS) function for Test, Employee.

Plan Information
To build a new performance plan for an employee, click on the "Build Performance Plan" button. To work with an exi

Instructions on working with existing plans can be found below:
[=1 Hide Additinnal Tnetriirtinne

When you have finished creating mid-year appraisals for all of your employees,
click on the Appraisals button, in the upper right hand corner of your screen.
This will take you to Manager Self-Service = Update/Appraise Employee
Performance and Submit Appraisal.

GSA Manager Self-Service

| Users Guide and Video Tutorial | | Appralsals | | Buld Performance Pln

[orasae]

Now in Manager Self-Service 2>Update/Appraise Employee Performance
and Submit Appraisal, you can begin working on the appraisal. For instructions
on this process, please refer to the user guide, Completing a Mid-Year
Appraisal.

GSA Manager Self-Service

Buid Performance Plan |

Appraisals in Progress
Initiator Employee Appraisal Date Rating Period Start Date Rating Period End Date ~ Status  Pending With  Appraisal Type View Detalls Update/ Appraise Return to Main Appraiser Remove
Test, ManAppraiser Test, Empoyee  19.apr-2013 01-0ct-2012 30-Sep-2013 Panned Md-Year = 4 7}
Employes| Ex-Employees /'
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